Instructions for Completing Your Traveler Profile

To create a profile, go to WWW.CWGT.COM
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Imagine the Difference
TRAVEL CENTER Travel Related Links
About Us Locking to book official travel far yourself or sormecne COMUS PerDiem Rates
else? Tou will need to follow a couple of quick steps FirstGow gow Travel
then vou will be an your way! '3
GSA Contract Airfares
Latest News
1. Tell us who you are
Ez Features 2, If you don't have a profile, vou will need to
H - create one; once you have a profile, you can
CI |Ck the Online Demo choose your travel options!!
Travel Traveler Tips
C t News L
enter Travel Center | oW Government Travel receives task arder to provide 3
- v eTS services for the GSA. SAN ANTOMNIC, Texas
Ilnk (Decernber 20, 2004]) - The United States General
Services Administration (GSA) has awarded a task
o order to W Government Travel (CWGET) to provide
rnent A
electronic travel services,
Imagine The Difference
Irmagine a comnpany whose sale focus is on
Government travel and expense management,
Imagine a staff of dedicated subject matter experts
whose sole focus iz on delivering the best-in-class,
user-driven eTravel solution...
Recent News
1. 5 January, 2005
<W Government Travel receives task order to provide TM services for the
GSA ... Read More
2. 6 October, 2004
oW Gowvernment Travel wins federal task aorder for lodging program b |
rmanagernent services ... Read More
3, Past Articles M
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Travel Center

About Us . All states except Alaska,
Select Your Agenc .
o click the Department of
Latest News = A S - -
o reatures Commodity Futures Trading Cumm"sy the |ntel"|0r Ilnk

Department of the Interior

Online Demo

Department of the Interior - Alaska Onl
Traveler Tips Equal Employment Oppaortunity Commission

Federal Communication Commission AIaSka' CIle on the
+ Travel Center International Boundary and Water Commission
- Department of the
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Last Updated: 02/17/05 Page 2 of 24



overnment Travel -

.com - Microsoft Internet Explorer

File Edt Wiew Favorites Tools Help

@Back o \) Ia @ K{b psaarch *Favontes e‘Medla @ @- i} = D ..ﬂ

Address @ hitkp: v cwegt, comdef ault, asp?PageMode=ProfiletAgencyIDPK=721

Solutions’

Imagine the Difference

About Us

Latest News
E? Features

Online Demo

Traveler Tips

-+ Travel Center

Travel Center

L2

Bureau of Indian Affairs
Bureau of Land Management
Bureau of Reclamation

Departmental Offices
Fish and Wildlife

Travel Related Links

COMUS PerDiem Rates
FirstGav, gav Travel
GSA Contract Airfaras

Minerals Management Service
National Park Service

Office of Surface Mining

US Geological Survey

VWhoops, 1 picked the wrong agency!

Select your bureau
by clicking on the
name.
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Solutions”

Imagine the Difference

Go  Links @

Travel Related Links

Travel Center

COMUE PerDierm Rates
FirstGow.gov Travel
G54 Contrack Airfares

About Us

Latest News

EZ Features

Online Demo B
Traveler Tips . édviso'rv_Courf]s;I onAHitstoric Preservation
ommission of Fine Arts H H
minerals R Qffice of the Secretary < Click the appropnate
S reteemer Office of the Inspector General i
office ot & O ISpe : . Office (Example shows
—— Office of the Special Trustee for American Indians .
= Office of the Solicitor Departmental Oﬂ:lces.)

Whoops, 1 picked the wrong agency!
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Imagine the Difference

Travel Center

CONUS PerDiermn Rates

About Us

Wi
GO
N

.

g,
HOM3E

Us 5

— @ U, FirstGov. gov Travel
GSA Contract Airfares
Latest News
E2 Features ¢ '

Online Demo

Office of Director

Traveler Tips Click the Create New

Traveler Profile Options

 Travel Center Please select from one of the Profile Options listed be\y. Traveler User I D / Profi Ie Ilnk

Create New Traveler User ID / Profile

Training Options | | ‘

Important Notes This site uses the Macromedia Flash player,

If you can read this, you have the Macremedia Flash Player v/ If you need assistance, you Can
Can't see the message? Please download the Macrornedia Flash player b

b view a video walk-through by
TRAINING - Create Mew Traveler UserlD / Profile CI'Ck'ng th's ||nk

TRAIMING - Mew Reservations or Review Existing / Past Travel

Note: You will need to have
Whoops, I picked the wrong agency! Macromedla_FlaSh Player
5 installed to view the video (no

= T T — T — \é Sound)'
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Complete the name section to
match your Bank of America
Charge Card, no nicknames,

abbreviations, etc. See

Microsoft Internet Explorer

= J=kd

Help

instructions below.

The user id field will be
automatically completed based on
your first initial, the first four
letters of your last name, and the 4-
6 numbers you selected. Passwords
are case sensitive and must be at
least five characters.

“Special” characters such as @, _,
etc. are allowed for the e-mail
field, however, apostrophes are
not accepted.

N

Full Legal First Mame
Middle Initial

Fuil tegal Last Mame

Create New Traveler Profile
(*) Indicates required fields

User 1D - Last 4-6 numbers {you select) *@)

User ID
Password

Confirm Password

Street Address 1
Street Address 2
City

State

Zip Code

Business Email
Business Phone

Fax Mumber
Credit Card Type
Credit Card Number

Credit Card Expiration Date (MMY)

1= this card to be used for:

Click the Submit button
once all required
information is completed.

‘Your state [w|*

Master Card v ':>

1-Jan || / |2005|v

Both |+

Select a 4-6 digit number that
you can easily remember for

| this field

Do not use “special”
characters in your address
such as commas, hyphens,
quotes. For example, the
Main Interior Building
address is:

1849 C St NW

MS 1234

Enter your Government charge
card information here. If you
do not have a Government
charge card, or you do not
know your Government charge
card number, click the “None”
option in the drop down box.
You can modify your profile
with Government charge card
information at a later date.

AT

All fields marked with an asterisk (*) are required fields.

The name formats are as follows:

First Name — Enter your name as it appears on your Government travel charge card. Do
not use nicknames, abbreviations, etc., unless your Government travel charge card
matches (use Robert, not Rob or Bob). If you have a title such as Dr. or Jr. or Sr., enter
your title after your first name separated by a space. Do not use any special characters

or punctuation such as a period or hyphen.

Middle Initial — Enter your middle initial if applicable. (This is not a required field.)

Last Name — Use your full legal last name. Do not use any special characters,
punctuation, or spaces (O’neil would be entered as Oneil, Mc Dowell would be
entered as Mcdowell, and Lee-Smith would be entered as Leesmith. If your las

name is less than 4 letter, enter your full last name (Abe, Luu, Roy).

Notice the VeriSign emblem at the bottom of the screen; this ensures that data
transmitted on this screen is secure.

See the next page for an example of a completed form.

Last Updated: 02/17/05
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al
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O nticates rasura eima Notice the use
< of James
Fuil Legal First Mame James Ir * rather than
H Middle Initial T

NOtlce the Full Legal Last Mame Traveler " Jim and the
aUtomatlcaIIy . \\User 1D - Last 4-6 numbers (vou select) 0211 *(@ added t|t|e’ Jr
generated user id User 10 ravozis A

Password LITTITTTY « (2

Confirm Password [ITTTTTT « (@)

Street Address 1 123 Main 5t *

Street Address 2

ity Arnywhere *

state [vour state [v}-

Zip Code o0ooo " r
Business Email james_traveler@blmm. *

Business Phone 303-2326-0000 *

Fax Mumber 203-226-0001 *

Credit Card Type *

Credit Card Nurmber 1234567890111213

Credit Card Expiration Date (MM/YYY) [1-1an [v]| ¢ [2008]v]

15 this card to be used for: {HNong,
(v
& 5 @ trtermet
~ T T — o o _—— — — ————".

After you have clicked the submit button, you will see the screen on the following
page.

Last Updated: 02/17/05 Page 7 of 24



Your basic profile is completed at this point. The following screens are optional: you can
either complete them now or logout from the system by clicking on the logout button
located on the upper right side of the CWGT toolbar.

|@ https:/fwx1.getthere.net/DispatcherServiet?requestType=p I &portalReq Type=cr - Microsoft Internet Explorer u@]
I
L]

File Edit Wiew Favorites Tools  Help

L B ¢

Account Settings

Click Personal I — hara Card settings

Edit your name, address, phone number and miscellaneous personal Add, modify, or remove charge card information,

Information link information:

E-miail Settings

Edit the e-rmail address for yaurself and others wha receive
copies of your itinerary.

Display Preferences
Edit your preferences for time format, default currency and
preferred language.

Travel Preferences

Flight Preferences Frequent Traveler Programs

Edit your preferences for sitlines, seat selection, rmeal types, and  Add, medify, or remove fraquent flyer, rail loyalty, hotel
special requests, loyalty, and car loyalty programs,

Hotel Preferences Passport and Travel Visas

Edit your prefarences for hotel chains and special request, Add, redify, or rernoue passports and travel visas,

Rental Car Preferences
Edit your preferences for rental car agencies, car type, car size,
transmission, and special requests,

Travel Arranger Settings

People 1 Arrange Travel For
add or remove users for wham you arrange travel,

People Allowed to Arrange my Travel
mdd or remove Users allowed ko arange your travel,

Exit My Account I

@ 2003-2005 GetThere L.P. - &ll rights reserved
GetThere

@ é 0 Internet
1
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|@ https:/fwx1.getthere. net/DispatcherServlet;jsessionid=0855BFCDFATEE0325AEC4649235534AAsitelD=3 - Microsoft Internet Explorer

File

Edit  Wisw Favorites  Tools

Help

S

My Account Personal Information

Name, Address and Phone Number

First Marme
Middle Initial
Laszt Mame

E-rnail Address

Note: Click
“on” in the box
for “Expiration
Date
Reminders” if
you would like
an e-mail sent
reminding you
when your
travel charge
card expires.

Job Title
Company

Horne Erail

Country
Address 1
Address 2

City

State/Province

Postal Code

Waork Phone

Expiration Date Reminders

James Jr *
T

Traveler

james_traveler@hblm.gov *
Dol

US4 [~ |*
123 Main St *
Anywhere

CO

0oo0a

303-236-0000 *

303-236-0001

on | »

Fialds rarked with a "%" are mandatory

The changes to your profile are effective immediately and have been automaticslly sent to CW Government Travel, Inc.

Cancel I Save

~

My Account Options

Account Settings
Persons| Inform ation
Charge Card Gettings
E-mail Settings
Display Preferences

Travel Preferences

Frequent Travelsr Programs
Passport and Travel Visas

Flight Preferences
Hotel Preferences

Rental Car Preferences

Travel Arranger Settings
People I Arrsnge Trawel For
People Allowed to Arrange my Travel

Exit My Account I

@ 2003-2005 GetThere L.P. - All rights reserved

Cor GetThere v:

&

2 @ nternet

Mandatory (*) fields are automatically populated from the previous profile setup. Please
verify this information. Entering data in the other fields is optional. Click the Save
button when complete.

Last Updated: 02/17/05
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|@ https:/fwx1.getthere.net/DispatcherServiet?requestType=p ! & p

File

Edit

Wiew

Click the Flight

Preferences link
for seat and meal

preferences, or

any special
instructions.

Favorites  Tools  Help

Account Settings

Personal Information

Edit your name, address, phone nurmber and miscellanzous personal

information,

Travel Preferences

ght Preferences
Edit your preferences for aiflines, seat selection, meal types, and
special requests.

Hotel Preferences
Edit your preferences for hotel chains and special request,

Rental Car Preferences

Edit your preferences for rental car agencies, car type, car size,
transmission, and special requests.

Travel Arranger Settings

People I Arrange Travel For
Add or remove users for whorn you arrange travel,

People Allowed to Arrange my Travel
Add or rernoue users allowed to arrange your trauel.

q Type=cr - Microsoft Internet Explorer [L]@]
gfa

Charge Card Settings
Add, medify, or remove charge card information.

E-mail Settings
Edit the e-mail address for yourself and others who receive
copies of your itinerary,

Display Preferences
Edit your praferences for time format, default currency and
preferred language.

Frequent Traveler Programs
Add, modify, or remave frequent flyer, rail loyalty, hotel
loyalty, and car loyalty pragrams,

Passport and Travel ¥isas
Add, modify, or remove passports and travel visas,

Exrit My Account

@ 2003-2005 GetThere L.P. - All rights reserved

=
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This is the Flight Preferences page. Complete the form and then click the Save button.
This is not mandatory; however, you must complete the form to inform the airlines of
your seat and meal preferences, and any special instructions.

|@ https:/fwx1.getthere.net/MispatcherServlet:j: ionid=0C3475A0C481436E0D897E4A507FA9AB?sitelD=3 - Microsoft Internet Explorer
File Edit Wiew Favorites Tools  Help

i
= S

Welcom
Site: DOI Main

Home | My Account | My Trips | My Templates | Help | Logout

PMessage  Thank you for building your profile. Please feel free to
update any other profile items by selecting one of the
links below. When finished, CLICK HERE to close the
window.

i My Account Options
Flight Prefere Account Settings
Personal Infarm ation

Charge Card Settings
Horne Airport Find city/airpart E-rnail Settings

Display Preferences
Seat Preference | Select one

Travel Preferences
[]show detailed seat availability information, Frequert Traueler Programms
Passport and Travel Visas

1 Flight Preferences
Meal Preference | standard _ Hotel Preferences

Rental Car Preferences
Preferred airlines | 15t Selection

£

Clear Selecion

Travel Amranger Settings

2nd Selection w| Clasr Selection Feople I Arrange Travel For
- People Allowed to Arrange my Travel
3rd Selection | Clear Selection

Exit My Account I

Spedial Instructions

The changes to your profile are effective immediately and have been autornatically sent o CW Government Travel, Inc

Cancel I Save

@ 2003-2005 GetThere L.P, - All rights reserved
GetThere
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Account Settings

|@ https:/fwx1.getthere. net/DispatcherServlet?request Type=portalaccess@portalRequestType=createacc - Microsoft Internet Explorer u@]
'!:l

Personal Information Charge Card Settings
Edit your name, address, phone number and miscellanecus personal Add, modify, or remove charge card information.
information.

E-miail Settings
Edit the e-rnail address for yourself and athers who racaive
copies of yaur itinerary,

Display Preferences
Edit your preferences for time format, default currency and
preferred language,

Travel Preferences

. ight Preferences Frequent Traveler Programs

CIle the Edit your prefarences for sirlines, seat selection, meal types, and add, rodify, or rernove frequent flyer, rail loyalty, hotsl
special requests. loyalty, and car loyalty programs.

H Otel —’ Hotel Preferences Passport and Travel Visas
Edit your preferences far hotel chains and special request, Add, modify, or rernove passparts and travel visas.

Preferences N

I in k Edit yaur preferences for rental car agencies, car type, car size,
. tranzrmission, and special requests.

Travel Arranger Settings

People I Arrange Travel For
add or rerncve users for wham you arrange travel,

People Allowed to Anrange my Travel
Add or rermove users allowed to arrange your travel

My Account |

@ 2Z003-2005 GetTherae L.P. - All rights reserved
GetThere

@ 2 @ nternet
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This is the Hotel Preferences page. Complete the form and then click the Save button.

File Edit wiew Favorites Tools Help

|@ https:/fwx1.getthere. net/DispatcherServlet ;jsessionid=0C 34 75A0C481436E0D 89 7E4A507FA9AB?siteID=3 - Microsoft Internet Explorer u@]ﬁ
Iz

Site: DOI Main

) Message

Preferred Chains

Special Requests

15t Selection A
2nd Selection v
3rd Selection hd
15t Selection | Clear Selection
2nd Selection | Clesr Selection
3rd Selection | Clear Selection

Special Instructions

Clear Selection
lear Seledtion

Clear Selection

&Solutmns‘

Home | My Account | My Trips | My Templates | Help | Logout

Thank you for building your profile. Please feel free to
update any other profile items by selecting one of the
links below. When finished, CLICK HERE to close the

window.

My Account Hotel Preferences Account Settings
Personal Infarmation

Charge Card Settings
E-rnail Settings
Dizplay Praferences

Travel Preferences
Freguent Traveler Programs
Passport and Travel Visas
Flight Preferences

Hotel Preferences

Rental Car Preferences

Travel Amranger Settings

People I Arrange Travel For
People Allowed to Arrange my Travel

Exit My Account I

The changes to your profile are sffactive immediately and have been automnatically sent o CW Governmment Travel, Inc.

Cancel I Save

@ 2003-2005 GetThere L.P. - All rights reserved

G._ GetThere

@ Done
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File Edit Wiew Favorites Tools  Help

Account Settings

Personal Information Charge Card Settings
Edit your name, address, phone number and miscellaneous personal Add, modify, or remove charge card information,
information.

E-miail Settings
Edit the e-mail address for yourself and others who receive
copies of your itinerary.

Display Preferences
Edit your preferences for time farmat, default currency and
preferred language,

Travel Preferences

Flight Preferences Frequent Traveler Programs
Edit your preferences for airlines, sest selection, meal types, and  Add, modify, or rernove fraquent flyer, rail loyalty, hotel
special requests, lovalty, and car loyalty programs,
- Hotel Preferences Passport and Travel Visas
C“Ck the Edit your prafarences for hotel chaine and special raquest, #dd, rmodify, ar rernove passports and travel visss,

Rental Car P |Dantal Car Prafumnces ol cor agencies, car type, cor sice.
Preferences

transmission, and special requests,
Ilnk Travel Arranger Settings

People 1 Arrange Travel For

add or remove users for wham you arrange travel,

People Allowed to Arrange my Travel
Add or remove users allowed to arrange your travel

My Account I

@ 2003-2005 GetThere L.P. - &ll rights reserved
GetThere

Last Updated: 02/17/05 Page 14 of 24



This is the Rental Car Preferences page. Complete the form and click the Save button.
DOl policy states you are authorized to rent a compact size car, unless you are
transporting a large amount of Government property that requires a larger car or you are
providing transportation to more than two other employees who are on official travel.

[E1 nttps:iwext .getthere. net/DispatcherServiet;jsessionid=0C 3475A0C481436E0D8I 7E4A507FA9AB sitelD=3 - Microsoft Internet Explorer =g
'!f:

&Solutmns‘

Welcome James Ir Tra: Home | My Account | My Trips | My Templates | Help | Logout

Site: DOI Main

PMessage  Thank you for building your profile. Please feel free to
update any other profile items by selecting one of the
links below. When finished, CLICK HERE to close the
window.

My Account Options
My Account Rental Car Preferences Account Settings
Parsansl Information

Chargs Card Settings
Car Type | cormpact [V” 2 doar [V” automatic [Vl E-mail Settings
Display Preferences

- Travel Preferences
Special Requests | 15t Selection v | Clear Selection Frequent Travelsr Prograrms
Passport and Travel Visas
2nd Selection | Clesr Selection Flight Preferences

- Hotel Preferences
3rl Selection +| clear Selection Rental Car Preferences

Travel Amranger Settings
People I Arrsnge Travel For
Spedal Instructions People Allowed to Arrange my Travel

Exit My Account I

The changes to your profile are effective immediately and have been automatically sent to W Government Travel, Inc,

Cancel I Save

@ 2003-2005 GetThere L.P. - &ll rights reserved
GetThere
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File Edit Wiew Favorites Tools  Help

Account Settings

Personal Information Charge Card Settings
Edit your name, address, phone number and miscellaneous personal Add, modify, or remove charge card information,
information.

E-miail Settings
Edit the e-mail address for yourself and others who receive
copies of your itinerary.

Display Preferences
Edit your preferences for time farmat, default currency and

preferred language,

Click the
Travel Preferences F req Uent

Flight Preferences 1 <« T I

Edit your preferences for aitlines, zeat selection, meal types, and Add, modify, or rermove frequent flyer, rail loyalty, hotel rave er
special requests, loyalty, and car loyalty programs, P

Hotel Preferences Passport and Travel Visas R g

Edit your preferances for hotel chains and spacial raquest. Add, rmodify, of rermove passporks and travel visas, I_Ink

Rental Car Preferences
Edit your preferences for rental car agencies, car type, car size,
transmission, and spedial requests.

Travel Arranger Settings

People 1 Arrange Travel For
add or remove users for wham you arrange travel,

People Allowed to Arrange my Travel
Add or remove users allowed to arrange your travel

My Account I

@ 2003-2005 GetThere L.P. - &ll rights reserved
GetThere
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|@ https:/fwx1.getthere. net/DispatcherServlet;jsessionid=0C3475A0C481436E0D 89 7E4A507FA9AB?sitelD=3 - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

[-_JE]"E

gsmutlnny

Home | My Account | My Trips | My Templates | Help | Logout

Thank you for building your profile. Please feel free to
update any other profile items by selecting one of the
links below. When finished, CLICK HERE to close the

window.

My Account

My Frequent Traveler Programs

ou have not entered frequent traveler programs to your "My Frequent Traveler Programs” saction.

Tao add a frequent traveler program click the "Add Frequent Traveler Program” button,

Frequent Traveler Programs

charge Card Settings
E-rnail Settings

Display Preferences

Travel Preferences
Fragquent Travelar Programs

Pazsport and Travel Visas
Flight Preferences

Hotel Preferences

Eental Car Preferences

Add Frequent Traveler Program

Travel Arranger Settings
People T Arrange Travel For
People Allowed to Arrange ry Travel

My Account Options

Account Settings
Personsl Information

Exit My Account

@ 2003-2005 GetThere L.P. - All rights reserved

Last Updated: 02/17/05
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Frequent Traveler
Program button
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This is the Frequent Traveler Program page. Complete the form and then click the Save
button.

|@ https:/fwx1.getthere. net/DispatcherServlet ;jsessionid=0C 34 75A0C481436E0D 89 7E4A507FA9AB?siteID=3 - Microsoft Internet Explorer u@]ﬂ
Iz

File Edit W%iew Favorites Tools Help
o I R
e I‘_A - -
3 = é&)lutlms‘
Home | My Account | My Trips | My Templates | Help | Logout

Site: DOT Main

IMessage  Thank you for building your profile. Please feel free to
update any other profile items by selecting one of the
links below. When finished, CLICK HERE to close the
window.

My Account Frequent Traveler Program Information Account Settings

Perzonal Information
Charge Card Settings

- E-mail Settings
Program Type Aitling . Dizplay Preferances

wendor | Selectone [v] Travel Preferences
Freguent Traveler Programs
Passport and Travel Visas
Flinht Preferences

Hotel Preferences

Rental Car Preferences

Account Humber

The changes to your profile are effective immediately and have been autornatically sent o CW Government Travel, Inc )
Travel Amranger Settings

Penple T Arsnge Travel For
Cancell] §S5RE People Allowed to Arrange my Travel

Exit My Account I

@ 2003-2005 GetThere L.P. - &ll rights reserved
GetThere
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|@ https:/fwx1.getthere.net/DispatcherServiet?requestType=p I &

.

q Type=cr - Microsoft Internet Explorer

File

Favorites  Tools  Help

Account Settings

Personal Information

Charge Card Settings

Edit your name, address, phone number and miscellaneous personal Add, modify, or remove charge card information,

information.

Travel Preferences

Flight Preferences
Edit your preferences for airlines, sest selection, meal types, and
special requests,

Hotel Preferences
Edit your prefarences for hotel chains and special request,

Rental Car Preferences
Edit your preferences for rental car agencies, car type, car size,
transmission, and spedial requests.

Travel Arranger Settings

People 1 Arrange Travel For
add or remove users for wham you arrange travel,

People Allowed to Arrange my Travel
Add or remove users allowed to arrange your travel

E-miail Settings
Edit the e-mail address for yourself and others who receive
copies of your itinerary.

Display Preferences
Edit your preferences for time farmat, default currency and
preferred language,

Frequent Traveler Programs
Add, modify, or remove frequent flyer, rail loyalty, hotel
loyalty, and car loyalty programs,

Passport and Travel Visas <«

[-_J@]

Click the
Passport and

-
Add, redify, or rernous passports and travel visas,

Travel Visas
link

My Account I

@ 2003-2005 GetThere L.P. - All rights reserved
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File Edit W%iew Favorites Tools Help

|@ https:/fwx1.getthere. net/DispatcherServlet ;jsessionid=7B4E00AC2CA65309A 2BBA04 3BAB4F 2F07sitelD=3 - Microsoft Internet Explorer u@]ﬂ
Iz

é&)lutlms‘

Home | My Account | My Trips | My Templates | Help | Logout

IMessage  Thank you for building your profile. Please feel free to
update any other profile items by selecting one of the
links below. When finished, CLICK HERE to close the
window.

as Account Sattings
Personal Information
charge Card Settings

You can add up to three travel visas and one passport, Please click the "Add Travel Docurnent” button to add a new Passport ar E-mail Settings

Travel Visa, Dizplay Preferences

My Account

ssport and Travel

My Travel Documents Travel Preferences
tequent Traveler Programs

Passport and Travel Visas

Fliht Preferences

Hotel Preferences

To add a travel documnent dlick the "Add Travel Document® buttan, Bental Car Preferences

ou have not entered travel documents to your "My Travel Docurnents” section.

Travel Arranger Settings
People T Arrange Travel For
People Allowed to Arrange my Travel

My Account I
Cancel Add TravelDocument

@ 2003-2005 GetThere L.P. - All rights reserved
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This is the Passport and Travel Visas page. Complete the form and then click the Save
button.

|@ https:/fwx1.getthere. net/DispatcherServlet ;jsessionid=7B4E00AC2CA65309A 2BBA04 3BAB4F 2F07sitelD=3 - Microsoft Internet Explorer u@]ﬂ
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File Edit wiew Favorites Tools Help
&Solutmns‘

Welcome Jamw Ir Trave| Home | My Account | My Trips | My Templates | Help | Logout

Site: DOI Main

Message  Thank you for building your profile. Please feel free to
update any other profile items by selecting one of the
links below. When finished, CLICK HERE to close the
window.

My Account Travel Document Informa Account Settings

Perzonal Infarrmation

) ) ] 5 Fi

You can add a new travel document or modify an existing travel docurnent, Please enter the travel document information and then || Sh2fde Card Settings
. " " E-rnail Settings

dlick the "Save” button, E:mail Settings

Display Prafarances
Document Type Travel Preferences
Freguent Traveler Programs
F : Passport and Travel Visss
country [(Beloct Countn) v Flinht Preferences

Hotel Preferences

Rental Car Preferences

Expiration Date | Februany-(02) | [11[v][200s  [v] Travel Arranger Settings

People T Arrange Travel For
People Allowed to Arrange my Travel

Murnber

The changes to your profile are effective immediately and have been automnatically sent to CW Gavernment Travel, Inc

cancel Save Exit My Accuuntl

@ 2003-2005 GetThere L.P. - All rights reserved
GetThere

@ Done é ' Internet
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Instructions for
Travel
Arranger
setting will be
provided at a
later date

Account Settings

Personal Information

Edit your name, address, phone number and miscellan=ous personal

information,

Travel Preferences

Elight Preferences
Edit your preferences for airlines, seat selection, meal types, and
special requests.

Hotel Preferences
Edit your preferences for hotel chains and special raquest.

Rental Car Preferences
Edit your prefarences for rental car agencies, car type, car size,
transmission, and special requasts.

Travel Arranger Settings

People I Arrange Travel For
Add or remove users for whorn you arrange travel,

People Allowed to Arrange my Travel
dd or rermove uzers allowed to arrsnge your travel,

tharge tard sty

Add, medify, or rermove charge card informatio

E-mail Settings
Edit the a-rnail addre
copies of your itinerary.

Tourself and others who receiud

Display Preferences
Edit your preferences for time format, default currency and
preferred language,

Click on these
settings to
modify your
Charge Card,
E-Mail, or
Display (No
samples
attached)

Erequent Traveler Programs
Add, modify, or remove frequent flyer, rail loyalty, hotel
loyalty, and car loyalty programs,

Passport and Travel Yisas

add, modify, or remoue passports and travel visas.

Exrit My Account

@ 2002-2005 GetThere L.P, - All rights reserved
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File Edit View

Site: DOI Main

Favorites  Tools  Help
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Welcome James Ir Traveler Home | My Account | My Trips | My Templates | Help | Logout

Message  Thank you for building your profile. Please feel free to
update any other profile items by selecting one of the
links below. When finished, CLICK HERE to close the

window.

When

finished, click
. on Logout.

Account Settings

Personal Information

Edit your name, address, phone number and miscellaneous persanal

information.

Travel Preferences

ight Preferences
Edit your preferences for airlines, seat selection, meal types, and
cpecial requasts.

Hotel Preferences
Edit your prefarences for hotel chains and special request,

Rental Car Preferences
Edit your preferences for rental car agencies, car type, car size,
transmission, and special requests,

Travel Arranger Settings

Lharge Card Settings
add, modify, or rermove charge card infarmation.

E-miail Settings

Edit the e-rnail address for yourself and athers who recaive

copias of your itinerary.

Display Preferences
Edit your preferances for time format, defsult currency and
preferred language,

Frequent Traveler Programs
Add, modify, or rermove frequent flyer, rail loyslty, hotsl
loyalty, and car loyalty programs,

Passport and Travel Visas
add, redify, or rernous passports and travel visas,
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You are now logged out of your CWGT profile; you can close your browser or return to
the login page.

i@ Logout - Microsoft Internet Explorer o (= NJ

Your session has been logged out

Return to the login page.

@ Done ' Internet
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